Procedures for Entering Into a 

Memorandum of Understanding (MOU) 

These procedures apply to Special Agreements as well as MOUs.

ISDH Initiates/Writes the MOU

1. Before beginning work on a MOU, Program contacts:

a. The Office of Technology and Compliance, if IT related and any other program significantly affected by the MOU;

b. The Chief Financial Officer; and

c. The Chief of Staff 
for approval to enter into the MOU.

2. If the Chief of Staff issues a written approval for the Program to enter into the MOU, the Program may contact the other state agency to negotiate terms.  The Budget Director should be involved in all negotiation of terms with other state agencies.
3. Program will draft the MOU based on the ISDH Template for Memorandum of Understanding
4. Program submits draft of the MOU to the Office of Legal Affairs (OLA) for approval.  Program must submit the Executive Document Summary (EDS), Request for Contract (RFC) and one of the following forms: 

a. Request for Assistance with Contract, Memorandum of Understanding (MOU) or Special Agreement Form (State Form 53559) 

b. Request for Approval of Memorandum of Understanding (MOU) (State Form 53555)
c. Request for Approval of Special Agreement (State Form 53676)
5. OLA will review the proposed MOU for form and legality.  The OLA will then send a written approval or denial of the MOU and a copy of the proposed MOU to the Program.
6. Program will submit the RFC, the EDS, the MOU and the OLA approval sheet to the Contracts Section.  The signature page of the MOU should include the Chief of Staff and the Budget Director.
7. Contracts Section will route the MOU through the signature process.

8. Once all signatures have been obtained, Contracts Section will provide the Program with a copy of the MOU, file the original in Contracts Section, and enter the MOU into the electronic tracking system.

*If any changes are made to the MOU at any stage, even minor changes, OLA must reapprove the MOU.

Other Agency Initiates/Writes the MOU

1. After the Program is contacted about the possibility of entering into a MOU, the Program contacts:

a. The Office of Technology and Compliance, if IT related and any other program significantly affected by the MOU;

b. The Chief Financial Officer; and

c. The Chief of Staff 
for approval to enter into the MOU.

2. If the Chief of Staff issues a written approval for the program to enter into the MOU, the Program may contact the other state agency to negotiate terms.  The Budget Director should be involved in all negotiation of terms with other state agencies.
3. Other agency will draft the MOU and send a copy of draft to ISDH.

4. Program submits draft of the MOU to Office of Legal Affairs (OLA) for approval.  Program must submit the Executive Document Summary (EDS), Request for Contract (RFC) and one of the following forms:

a. Request for Assistance with Contract, Memorandum of Understanding (MOU) or Special Agreement Form (State Form 53559) 

b. Request for Approval of Memorandum of Understanding (MOU) (State Form 53555)
c. Request for Approval of Special Agreement (State Form 53676)
5. OLA will review the proposed MOU for form and legality.  If changes are needed, OLA will work with the Program and other state agency to make the MOU legally acceptable.  The OLA will then send a written approval or denial of the MOU and a copy of the proposed MOU to the Program.

6. Program will submit the EDS, the MOU, and the OLA approval sheet to Contracts Section.  The signature page of the MOU should include the Chief of Staff and the Budget Director.
7. Contracts Section will route the MOU through the signature process.

8. Once all signatures have been obtained, Contracts Section will provide the Program with a copy of the MOU, file the original in Contracts Section, and enter the MOU into the electronic tracking system.

*If any changes are made to the MOU at any stage, even minor changes, OLA must reapprove the MOU.
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